
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTMY 

RECORDS MANAGEMENT DIVISION 
APPLICATION FOR RECORDS RETENTIO 

INSTRUCTIONS See Publication No. 7 6 R M - ?  for inrtrJctions on completing this form. Forward signed original to 
Department of Archives and History. Records Management Division. 330 Capitol Avenue. Atlanta, Georgia. 30334. 
Attention: Scheduling Section. 

__ FOR RECORDS MANAGEMENT . USE _ _  FOR AGENCY USE .. 1. Agency Address 
Application Date Georgia Department of Corrections nPplsca1;on Number 

Food and Farm Division 

2 Martin Luther King J r .  Dr. 
oare Comple:ed - Industrial Operations/Programs 

Application Number 

APR 2 3 1986 1 - 4 1907 - ~. . . . . . . . .. . .- . ~ . Atlanta, .. GA..>O_334 -. . .. . 

2. Person to Contact Working Time Telephone Number 
656-5561 

. - . . - . -. . ---. :-. = . .__ - - . . Records Management Officer 
- .  - Susan Davis - - . .. . . . _- 

3. Action Requested 
to accumulate. 

accumulation anticipated. 

.- -c. F3 WCh-;. S u p e r c e d e l  O-.&id 
4. Dates of Series 
Earliest Latest 

by title used in o f f k ;  if different) 

Corrections Master Food Reports 
What i s  the function of the Division and the Office in which this r e a d  series i s  created? 

The Food Service Section provides technical guidance and assistance as required 
to all units of the Department of Corrections to assure adequate food for good 
nuerition, properly prepared, for inmates and staff at minimum expense. 

~ i’l; i>’’i-,,$- .,<; 
,APR 10 IQQG 

AODMIN/SUPP~RT 

7. Record Series Description 

Documentsrelating to: 

This file contains the following documents linclude form numbemand titles, if any): 
Attach samples of the file. s 

Keeping an inventory control over the foods stuff that are provided 
to the institutions to give the inmates a nutritionally balanced diet. 

Includedare: One computer print-out generated by the daily transactions as reported from 
institutions, ORFS-29, ORFS-30. 

One computer print-out generated by all activities monthly, one quarterly, and 
one annually. ORFS-7 thru ORFS-37. 

File isarranged: by month generated in. # 

8. Monthly Reference Rate 

One to six months old 

How often are remrds referred to which are: 

; Seven to twelve months old ; Thirteen to twenty-four monthsaold 

twentyfive months and older A? 
i- - -  9. Annual Rate d Ammulation of Records - 

Letter-size drawers ; Legalkize drawers ’ ; Shelver ’” ;Other (specify) 



I If not. where i s  it? 

- b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 

11. Retention Requirements The following requires the series to be kept: 
~~ ~. _ ~ ~. _ - _  ~~ _ ~ ~ ~ ~ . ~ ~ 

~ ~~~ ~ ~ ~ ~~ 

a. State Law years. d. Audit period L y e a r s .  
b. Statute of limitation years. e. Administrative need years. 
c. Federal law years. f. Federal retention instructions years. 

Attach copy or exert of laws or regulations. Explain administrative need. 

Annual reports needed for 3 year period to satisfy state audit and administration and 
budget planning purposes. 

12. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 
0 Calendar Year; 0 Fiscal Year; Other See below then, 

0 Hold in the qrcent files area month(s) year(r); then 
0 Transfer'to loca\ holding area; hold 
0 Transfer to State Records Center; hold 

0 Transfer to State Archives for permanent retention. 
a Other (Specify) 

year!s); then 
yeark); then 

o;Destioq,l :<, : , 

Daily Transactions Computer Printouts: Cut off file at end of each month; hold in current 
files are htil monthly report is verified; then destroy. 

Monihiy-Reports: 
until quarterly report is verified, then destroy. 

Quarterly Reports: Cut off file at end of each fiscal year; hold in current files area 
until annual report is verified, then destroy. 

Cut o~ff  file^ at-&ud of each- calendar quarter; hold in  current files area 

Annual Reports: Cut off file at end of each fiscal year; hold in CFA 3 years, then destroy. 

These instructions apply to a l l  prior and future accumulations of the sefies. 

State Records Committee /Sigr~tvrel Date 
Recommendations in para- 
graph 12 are awoved. 
(If disapproved, artad, letter 
7 f  explanation.) 



March 10, 1972 

GuBTE(;T: Recorda Disposition standard 

To: Sta t e  Board of Carrections, Inmate Adninistration ATPN: Yr. William Lowe 

1. 

2. 

3. 

Faclosed (are) 
ing files: 

approved Records Disposition stan~rds fir the follow- 

IIJCOHINGOGTGOINC !l'ELEZZ'YPE MESSAGE FILE 
STATE MSTITUlTON'S CULE?ARY SUBJECT REPOKE FILES 

R n 
$2 
R 
5 
2 
2 
f 

Z > The followlng actions d l  be talren t o  implement the approved standard: 

a. Place the  disposition standard on the file folder, t i le &aver, f i le  
cabinet o r  other type of container in accordance w i t h  the following 
example and enclosed labeling procedures: 

area one (1) year, then &Strop. 

!k.arrsfer f i l e s  t o  the records center, archives o r  dispose ofthem 
in accordance w i t h  the approved standard. 

c. Report surplus files epuipent t o  this office. 

n 
r rn 
- 

Cut off at t he  a d  of each Calendar Year, hold i n  current f i l e s  n 

5 
b. 

Questions concerning implementation of the approved standard should be re- 
ferred t o  t h i s  office (656-2379 o r  2380). 

Enclosures: 1. m-50-71, mOrm for Disposition stand& 
2. Labelingmcedures 



270 Washington St. ."-=a%ne Yltlc **1. 10. 

Atlanta, Georgia 30334 Steno I11 656-3790 
7.ACTION REQUESTED 

r.rl".*.. D.te. 

67-present 

g .nm SCnIIS X 1 L I  
sy) -cct 

State Institution's culinaryl deports fit- 

L .DEBC"lP7lO. or 5.1115 - IDElvde ,or. lo L lor. TltlC. i f  ID, 

These files are kept alphabetically'by topic - This series includes menus, 
food cost &ports, monthly staple food inventories, Wardens food allotment 
reports, a d  others - These reports are reviewed and checked as they come 
in and are used little thereafter except for limited reference. 



14. Is there  a duplication of t h i s  series i n  another of f ice  or agency? [ I  M 
< f  

15. Is the information contained i n  t h i s  s e r i e s ' eve r  summarized or published? 11 kd 
16. Does the se r i e s  contain c lass i f ied  information requiring 'security handling? ~. [ I  u 

18. Could the  fmction be performed if the  f i l e s  were l o s t  or destroyed? 

19. IS the se r i e s  (or major portion of it) regularly microfilmed? If yes ,  why? 

20. Does the  record ser ies  provide data as input t o  an EDP f i l e ?  

21. Does the  record ser ies  contain documentation produced aS EDP p r h t o u t ?  

I' 

17. Does the  se r i e s  document . .  policies  and procedures of agency's operation or function? [ I  , 
, .  

Ll [ I  
11 kd 
I 1  M 

11 ' M  

Institutions keep copies 

. .  . .  ~ 

[ I  ~ w 
~~. ~ 

22. Is the series affected by Federal o r 'g ran t  funds? , ? ? ,~ ~. 
. .  . .  

- .  
~. 

23.'Will there  be a need ~~. for these .. k c o r i s '  10, 15 years . .  'from now? If yes,  ~. what? [ I .  tii . .  

. .  .~ . . .  

. .  
24. EQUIREEIENTS. ' The following requires the  f i l e s  ' to . .  be . kept ~ 1  years : 

~~ . .  .~ 

a. [ ]STATE b. [ ]STATUE OF c. [ ]AUDIT d. [ ]FEDERAL e.  [&XDMINISTRA!CIVE f. [ ]HISTORICAL 
LAW LIMITATION PERIOD L A W  DECISION VALUE 

(Cite Law, Statute, or other reason for  the retention requirement) 

NO requirement 

25. AGENCY E C O M N D A T I O N S .  This agency recommends t h a t  t he  f i l e  s e r i e s  be cut off' at the end 
of each -[]CALENDAR YEAR -WFISCAL YEMI -[]oTHER ,then : 

~~ 

. .  
~ .. 

. .  
A. [ I~estroy iminediateb' a f t e r  Cut. off.  ' . ~.~ 

month(s)/ ~ 1 ye.ar(s), then:. .. .. 
..  .. . .. ~ .~~ B. []Hola i n  current Files area ~ 

.. . 1 trlksiroy:  . . -  . 2 []Tr.&Sfer t o  records center;  hold' --' y e a d s )  , ' then: 

b []Transfer h i s to r i ca l  material  t o  Archives; 
a [ I k s t r o y .  

destroy remainder. 
3 [ I ~ e s t r o y  af ter  audit (or y e a r b )  a f t e r  adit). 

C.[]Hold i n  current f i l e s  area indefini te ly .  
D.[]Hold i n  current f i l e s  area y.ear(s), then t ransfer  t o  Archives permanently. 

E . s a t h e r  Director, State Archlves shall be notified before destruction 
xx in order to extract a sample for historical purposes. 

(Indicate briefly m t i a a k  for reconmaendations above/or write additional remarks): 

Keep for one year and destroy. .. 

Recommendations 

.in Paragraph 25 

are: 

'Y 



DEPARTMENT OF 
ARCHIVES AND HISTORY 
AUNTA. GEORBIA 

March 10, 1972 

sxmmcl!: Records Disposition stsndard 

TO: State Board of Correctims, Inmate Adnin-itration All??: Hr. William Lare 

-1. -1-d (are) approved Ftecorb mspositia stan- for the follow- * f%hS: 
l3EOMING-OUTGOING T E L X E E  MESSAGE FILE 
STATE INSTITUTION’S CULINARP SUBJECT REPORTS FILES 

2. The followLng actions w i l l  be taken to implement the approved staudatd: 

a. Place the disposition standard on the file folder, f i le &suer, file 
cabinet or other type of container i n  accordance w i t h  the following 
example and enclosed labeling procedures: 

Cut off at the end of each Calendar Year, hold in current files 
area one (1) year, then destroy. 

lkanafer f l l e s  t o  the records center, archives or dispose of them 
i n  accordance w i t h  the approved standard. 

Report surplus files equipment t o  th i s  office. 

b. 

c. 

3. Questions concerning implementation of the approved standard should be re- 
ferred t o  this office (656-2379 or 2380). 

(/ State Records lknagement Officer 
Archives snd Records B u i l d 3 . q  
Atlanta, Georgia 30334 

Eacloaures: 1. JU-50-71. ~0ni for msposition st~ndard~ 
2. Labeling Procedures 



~ APPLICATION FOR, RECORDS RETENTION SCHEDULE . 

-INSTRUCTIONS: See Publication No. 76-P.M-! for instructions on completing this form. Forward signed original to 7 

~ Departmnt of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, --. 
.~ &~. . . ~~. ~ ~~ 

~ .. ~~ - _ _  -Attention: Schedulimsecfion. ~. - 
. FOR AGENCY USE 

pplication 0a.z __ . ~ 

. .. 

pplication N u m k  ~ ~~~ 

1. Agency Address , FOR RECORDS MANAGEMENT USE .~~ 
Georgia Department of Correction? .., , Application Number ~ . - . .. ~- ' f  

.~ . ~~ . ,  . . .. 

. .~ 
~.- - , 7 :  -- .. ~. Food~'and Farm Division 

' Industrial Operations/Programs . ~~ ~ Date R-eived Date Completed 

. .  

2 Martin Luther King Jr. Dr. ..,~. ~ . 
Atlanta, GA 30334 APR 2 3 1986 ~1 

. Mates of Series - 
arliest Latest 

1979 I present Corrections Master Food Reports . 
1. Dwision and Office Function What is the function of the Division and the Office in which this record series is created? 

5. Records Series Title (followed by tide used in office: if different) 

. .  . 
The Food Service Section provides technical guidance and assistance as required 
- to,all units-of the Department of Corrections to assure adequate food for good 
nutrition, properly prepared, for inmates and staff at minimum expense. ~ ~ i.~.~; 

.~ ~ 

~~ 

~. ~ . .. _. ." . . ..~ ~ .. 
: ~ ~~. 

-?..--: .. 
;%A". ..-.:.,\a 

~~ A P R 1 0 1 Q S  
. 

.~ - . .  . *. , .. . . . .  

ADMIN/SUPWRT 

~~ 

1. Record Series hiption 

Doeumentsrelatingto: Keeping an inventory control over the foods stuff that are provided 
.--,--to . ... the institutions to give the inmates a nutritionally balanced diet. 

khdedare: One computer print-out generated by the daily transactions as reported from 

,:-This file contains the following documents (include form numbersand titles, ifany): 
~. , - .... . Attach samples of the file. . , . . , - :  . 

.~ ~~ > 

institutions, ORFS-29, ORFS-30. 

One computer print-out generated by all activities monthly, one quarterly, and 
,..one annually.. ORFS-7 thru ORFS-37. 

. ORIGINAL 

. 0 . I  

-0Cto six months"o'ld----z - ;-Sevento twelve months old 0 ; Thirteen to twenty-four months old 
-. .~ 1 . .  ~. . . ~. .. . 

twenty-five months and older -7 
".' ~~ T~11.  : . ~ - ~  ~ . ~ . i o  .-.:- ~ ~ . .  . .. 9. Annual Rate of Accumulation of Records 

- Lettersize drawers . ;Legalkedrawers . ~ ~. ;shelves ;Other (qecifvl 



1. Raention Rcquirements 
~~ 

a. State Law 
b. Statute of limitation 2:r' 

c Federal law 
. . .  - 

. ~ , .. -: . ..~ . . .  ~. i .~ -. 
Attach copy or exert  of laws or regulations. Explain administrative need. .. .... : ., . .~ . '. .~ ~.~ -.. . ,  

, . .~ ~. - ~ .. . ~~ ~~ .- . . ~  ~. 
Rnnual .reports 'needed for.3 year period to~satisfy state.Audit  and administration and ~* 

. ~ . .  . 
< . ~  ~ . ~ .  . c:.. . ~ . . ... . ~.: . . ~ ~  . . . ~  ~, .. _ i i ~ . -  r .  ~ < . . ~  . ". ~ . 7 '  -. ~ . - .  . *  .1 ~ r i  . _ _  ~. ; ~ , 

. . _  . ~ . ~  i . .~ ~. . 
1 

.~ - =  - _  ;-. =.-. --> - - _ - 3  _ *  i__ :..:~. ".. .- ~. - .~  ..I 

2 Approvd Dis+msition Instructions iThir agenq recommends that the file series be cut off at  the end of each: - . ~ - ' j.:? 

0 Calendar Year; 0 Fiscal Year; 0th- See below then, ~. - 
. .  .~ . 

- . ~ ! ~ ~  * . ~  .-.-,...;* ~. 
0 Hold in the current files area monthlsl yeads); then 
0 Transfer,to local holding area; hold 
0 Transfer to State Records Center: hold Lear(d; then ~ .~~ 

0 Transfer to State Archives for permanent retention. 
[H Other (specifvl , ~. ~ 

_ . . : .  ..,, 
yeai(s); then 

~ '&&&~.? \~4 :?1? .  'aA, 

.~ . .~ ~. 
~ ~~ .~ ~~ ~- ~ .~. .~ ~ ~ ~~~ ~ ~~ 

Daily Transactions Computer Printouts: 
files are until monthly report is verified; then destroy. =) 

3:" f;:: 5;1;:2 . Z * k  __  . . ~ . . . ~  * ~ . . ~ .  

Cut off file at end of each month; hold in current ? 
.. 

~~ .~ 
-- 

.% ,.,(. .~ _ ~ ~ ~ _  .- .._ .:. ~ 
.. it' 

Honthly~Reports:--Xut off fiie at  -end of each calendar quarter:-hold in-current files area 
until quarterly report is verified, then destroy. 

Quarterly Reports: 
until annual report is verified, then destroy. 

.{ '.... ~ . . .  __r ..:-- , .A ._ ._--, . >..-, * _.' ~ 2 4  

Annual Reports: 

_ 1  . _ . _ _  .- . ~ .  ~.*r'--:,- .i <. ~ -. G .~ ,. - , . - = ~ ~ -  . ~ ~ .  ~. 
~~ .~ ~ ~. ~~ ~ 

_ -  ..,~, i i a- 
.- . ,. 

Cut off file at end of each fiscal year; hold in current files area 
. 

~, ~ . . ~ . .  . .~ - ,  ..-_ ^ . ~  .. 
q -  .~ ~ ~ 

~ .. .~ . . . -  - _ _ _  --- 
Cut off file at end of each fiscal year; hold .in-CFA-3 years, then destroy. 

These instructions apply to all . .  q d f v  accumulations of the series. 
~~ 

, l .  ' . 
~. - 

~~ 

. A :  - 
. .  ~& 1 ~- 

~~ ~ 



Archival Appraisal Statement 

Georgia Department of Corrections, Food and Farm Division 

Series: Corrections Master Food Reports 

This schedule covers computer generated reports showing various stat- 
istics about the foodstuffs that are provided for inmates of the State’s 
prison system. 

The schedule does not say anything about the informational content of the 
reports and the required file samples are not attached. 
I need to know more in order to do an archival appraisal in this instance. 
I see no enduring value to this series. (Some archivists would contend 
that the series should be preserved at least to some degree in order to 
give an insight into the quality of treatment of prisoners from a nutritional 
viewpoint. 

There are  monthly, quarterly, and annual reports. 

But I don’t believe 

I don’t think this is worth the trouble.) 

Except for the annual reports, which are scheduled for three year re- 
tention, the reports will be destroyed as soon as the information is incor- 
porated into another report. I do wonder if the three years is sufficient 
time from a legal standpoint. 

that  prisoners were ill-treated. 
there very likely will be future suits charging the same. 

The Georgia prison system until a year or so 
- ago was managed by a court ordered Federal administrator on the grounds 

The nature of the present times is that 

1. Would these reports likely be needed for the Department to defend 
itself from charges of mistreatment of prisoners by not properly feeding 
them? 

2. If yes, would the three year retention be sufficient and prudent? 

Of course, these are only computer printouts. The data is, supposedly, 
still in computer memory and could, therefore, be reproduced whenever 
needed. Even so, the questions posed above are beyond m y  ability to 
answer. The  matter is properly in  the purview of the Law Department. 

I also wonder if this schedule should also include disposition instruc- 
tions for the data stored on the computer tapes. Again, this  is not my 
decision to make. 

I t r u s t  that the above points will be considered by others and if 
changes are necessary, I a m  confident they will be made. A s  for myself, 

I recommend approval. 

Vx, 16, 860423.01, Harmon Smith, 2-18-87 361 



IN IT IAL AFFLIUTION EVALUATION CHECKLIST 

PROCESSING CONTROL -R 860423-01 
ACW~CY - 
SERIES TITLE CORRECTIONS MASTER FOOD REPORTS 

CORRECTIONS/FOOD AND FARM DIVISION/INDUSTRIAG OPERATIONS 
/PROGRAMS 

- 
- 

YES No 

&/ - 1 .  ALL I T a 6  COMPLErQ 
- - \I 2 .  SIWPLLS ATIXCHED 

M- - 4 C-ARED W I T H  PREVIOUS -ES FOR SAME ORGANIZATI- LHlT 

5- 
- / 7 AGENCYAF9ROVAL SIGN4TlRES 

J/ - 1. CULY ONE SERIES OF REcoRas SaEWLED 

1. ACTION REOUESTED AGREES WITH DlTE OF SERIES 
6 ESTIMATED REC- voIcI*ES IDENTIFIED 

EVALUATION C PLETED/coRwCTED BY c a  
DATE y&& 

YES No 

1 .  LEGIL REFERENCES CITED WHEN APPLICABLE 
2 .  FEDERAL RETENTION REWIRMENTS CITED WFEN APPLICABLE 

3 .  MHINISTRATIVE REFERENCE REUJIR~ENTS/  REFERENCE RATE ANALYZED I N  TERMS 

OF PROPOSED RETENTION REWIRMENTS 

- J - 4 .  DISPOSITION PROVIDED FOR ALL COPIES (OF SERIES] COVERED BY APPLICATION 

INCLUDING MICROFILM . COMPUTER PRINTOUTS. ETC. 



J - - 5 .  DOES SERIES HAVE FISCAL VALUE (DESCRIBE I N  COlrMENT AREA) 

- ./ 6 DOES SERIES HAVE LEGAL VALUE (DESCRIBE IN C M E N I '  AREA) 

- - 7 .  DOES SERIES HAVE HISTORICAL VALUE (DESCRIBE I N  C M W T  AREA) 

HISTCX(1CAL VALUE C W E N T S  

DATE x- (7  -F37 EVALUATION CCMPLETED I CCURECTED BY 

OTHER C W E N T S  


